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Introduction

This storyboard is designed to guide a department SharePoint Team site
site owners to set up the site to receive files from and to migrate that
data from server based folders to SharePoint online.

This is critical as the traditional ‘'S’ and “V’ and ‘U’ drives are not visible
from the Office 365 online applications.

In this story board you will:

* Create a sub site in your department team site

* Configure a library to receive data from shared drives
 Convert data to be moved as required

 Move data (either in bulk or a file at a time)

Note: Related administrative functions are covered in other storyboards



Information Management

Office 365 online only versions of the Word, Excel and PowerPoint products look
to cloud based areas for storage such as OneDrive and SharePoint and are
unable to access either the computer desktop ‘C’ drive or local server based ‘S,
V' and ‘U’ drives.

The OneDrive for Business desktop agent coupled with the OneDrive cloud
enables staff to move files from the desktop ‘C’ drive and ‘U’ drives into the
cloud. Once in OneDrive cloud the files can be used by the Office 365 online-
only versions of Word, Excel and PowerPoint.

Using the SharePoint 2013 online version, department team sites coupled with
libraries and sub sites enables department team site owners to create and
manage the environments needed to reconcile the ‘S’, ‘U’ and ‘V’ or other drives
they may use.



Storyboards

To perform these actions you
need to have ‘site owner’
permissions



Storyboards

What How

Establish place to hold data from servers « SB1-1 — Create Sub site

Create Libraries to hold data e SB1-2 — Create library

Add metadata column to library * SB1-3 — Add columns using site properties

e SB1-4 — Add columns using Quick Edit

Convert data to be loaded e SB1-5— Convert data (instructions)

Migrate data from server to SharePoint ~ « SB1-6 — Bulk Data upload (Open in Explorer)

online e SB1-7 — Individual file upload



SB1-1
Creating a sub-site

In this section of the storyboard the team site owner will be
guided through the process of creating a team sub site. They
will start at the root team site for the department and then

create a team sub site named ‘EOC’.
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SB1-1a
Removing excess items from sub-site

As the sub site described in these storyboard is for replacement of
selective server based drive storage they would not be built out like
the departments main site.

As such the set of tool gadgets provided with the site can be removed
to eliminate the extra items on the sub site home screen.
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SB1-2
Creating libraries in a sub-site

In this section of the storyboard the team site owner will be guided
through the process of creating libraries in the team sub site.

These libraries will be the places where the server based data will be
migrated to after conversion (if needed)



SB1 - 2 - Creating Document Library — Home page of sub-site
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SB1-3

Add metadata column to the library (not
required field)
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Default View

v

) SHARE Yy FoLow OO

Communications

B RS5 settings

Column added

Required

\ .
Not Required

Mobile Wiew

v

ult Mobi

<8




SB1 — 3 - Create metadata column — Return to sub site home
Q

File Edit View Favorites Tools Help

Office 365

‘mcgov.sharepoint.com/teams/OEMHS/EOC/ _layouts/15/ListEdit.aspx?List=%7BID0275BE%2D2C76%2D4E03%2DAE2C32D3D4FIDACSASEXTI O ~ @ & || @ Docurnent Library Settings | |

) SHARE Yy FoLow OO

> Lib- required fields » Settings

Home List Information

Motebook Name: sl no required fields
Web Address: hittps://meyay.sharepoint.com/teams/CEMHS/EOC/Libl no required fields/Forms/Alltems.aspx

Description:

Documents

Recent

Libo2 remuired fields General Settings Permissions and Managsment Communicstions
-2 requin

Lik-1 no required fields
@ Lit name,

cription and navigation

8 Delete this document lbrary B RS5 settings
Site Contents

= Versioning settings

Save document library nplate
Recycle Bin ssions for this document library

= Manage fi

8 Column default s = Information Rights Manai

8 Audience targetin 8 Workflow Settings

8 Rating settings = lan repart

(1) To return to the
sub site home staff
would select the

EOC tab at the top
S of the screen

o Form settings o atadata and Ki

Columns

A column stores information about each document in the document library. The following columns are curren zilable in this document libr

Type Required
Single line of text

Single line of text

Cn Person or Group
Maodified By Person or Group
Checked Qut To Person or Group

® Create column
® Add from existing site columns
8 Column ordering

B Indexs,

columns

Wisws

ms sarted in a particular order. Views currently configured for this documnent library:

Default View Mobile Wiew

ult Mobi

<8

All Documents v v

B Create view




SB1 — 3 - Create metadata column — sub site home screen

= [ =<5
e@|$ https://mcgov.sharepoint.com/teams/OEMHS/EQC/ _layouts/15/start.aspx/ L~ac || @ EOC - Home x | | int * {‘:’}
File Edit View Favorites Tools Help
Office 365
BROWSE PAGE € SHARE 1y FOLLOW  EDIT T
> EOC # EDIT LINKS Search this site - 0

I Newsfeed Documents
MNotebook
~
Start a conversation @ New 1 Upload & SYNC v
Documents
Recent Find a file yel
It's pretty quiet here. Invite more people to the site, or start a conversation.
Lib-2 required fields prety d peop ' v [0 Mame

Lib-1 no required fields
Drag files here to upload
Site Contents

Recycle Bin

# EDIT LINKS

At sub site Home screen




SB1-4
Using Quick Edit

Quick edit is a rapid method of adding metadata columns
to libraries. Rather then adding a column at a time a
format where staff can add columns quickly is provided



SB1 - 4 - Add columns to a Library — Quick edit

e @ | @ https://mcgov.sharepoint.com/teams/OEMHS/EOC/_layouts/15/start.aspx®/Libl 320n0%20required %a20fields/Forms/Alllterns.aspx

File Edit View Favorites Tools Help

P-ac || B Lib-1 no required fields - Al... * |

Office 365

BROWSE FILES LIBRARY

EOC # EDIT LINKS

ib-1 no required fields
Home (-DN

1 upload s Sync v

MNotebook
cebee Find a file yol
Documents
Recent v Maodified Maodified By Document
Lib-2 required fields ter program(4-24-15) =-» June 22 @ Frey, Jon s

Lib-1 no required fields

Drag files here to upload
Site Contents

Recycle Bin

# EDIT LINKS

(1) Starting within the desired library, staff
selects the Library tab at the top of the
screen

Search this site

) SHARE Yy FOLLOW [0,
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SB1 - 4 - Add columns to a Library — Quick edit

=R |5
Q@|@ https://mecgov.sharepoint.com/teams/OEMHS/EOC/ _layouts/15/start.aspx®/Libl %:20no%20required %:20fields/Forms/Alllterns.aspx LD-ac || @ Lib-1 no required fields - Al... * | | m ?,A\,? @}
File Edit View Favorites Tools Help
Office 365
BROWSE - LIBRARY ) SHARE Yy FoLow O
G’ Modify View . Current View: —

O EXCel =
mCreateColJrr‘r‘ All Documents - u D % m% (¢ =R Q. J 'ﬁ' ..‘\./‘ G%'

T Open with Explorer
View Quick Tags & E-maila Alert RSS  Most Popular Sync  Connectto Connect to Form Web  Edit Mew Quick Library Shared Workflow
Edit iew Mavigate Up Current Page Motes Link e - Feed Itemns Cutlook Office » Parts »  Library Step Settings With  Settings -

View Format Manage Views Tags and Notes Share & Track Connect & Export Customize Library settings

Home (-D MNew 1 Upload w

Notebook ;

| Documents === Find a file jel
Documents
v Name Modified Modified By Document
Recent
Lib-2 required fields Adopter program(4-24-15) weeJune B Frey, Jon s,

Lib-1 no required fields )
Drag files here to upload
Site Contents
Recycle Bin

# EDIT LINKS

When the Library tab ribbon menu opens

(1) Select Quick Edit
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SB1 - 4 - Add columns to a Library — Quick edit

e@|@ https://mcgov.sharepoint.com/teams/OEMHS/EQC/_layouts/15/start.aspx®/Libl %20 no%20required %20fields/Forms/Allltems. aspx#lnplviewHashl c2 LD-ac || @ Lib-1 no required fields - Al.. * | |
File Edit View Favorites Tools Help

Office 365
EROWSE - LIBRARY ) SHARE ¥y FOLLOW OO,
[T7 Modify View . Current View: C3 &+ Export to Excel = °®
i (= 0] = 7 B a & &
s [ Create Column | All Documents  ~ R "7 Open with Explorer 5
View Quick  Create Tags & E-maila Alert RSS  Most Popular  Sync  Connectto Connect to Form Web  Edit  New Quick  Library Shared  Workfiow
Edit View Navigate Up Current Page Motes Link Me - Feed Ttems Cutlook Office Parts »  Library Step Settings With  Settings -

Wiew Format Manage Views Tags and Notes Share & Track Connect & Export Customize Library Settings

Home Stop editing this list

Motebook All Documents  ==- Find a file jel

Documents

v 0O Name

Recent

Lib-2 required fields Early Adopter program(4-24-15)

Modified By Document

June 22 B Frey, Jon s,

Lib-1 no required fields

Drag files here to upload
Site Contents

Recycle Bin

# EDIT LINKS

The edit window will open allowing the
addition of columns.

(1) To add a column you select the ‘+’
symbol
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SB1 - 4 - Add columns to a Library — Quick edit

e@|@ https://mecgov.sharepoint.com/teams/OEMHS/EQOC/_layouts/15/start.aspx®/Libl %20no%:20required %a20fields/Forms/Allltems. aspx®InplviewHashl c2 L-ac || @ Lib-1 no required fields - Al... * | |
File Edit View Favorites Tools Help

Office 365
BROWSE - LIBRARY ) SHARE Yy FOLow OO
% Modify View . Current View: — E#| Export to Excel { ]
mr imz = B2 &k Y B E me &
= [l Create Column | &l Documents = R 7 Open with Explorer 4
View Quick Create Tags & E-maila Alert RSS  Most Popular Sync  Connect to Connect to Form Web  Edit Mew Quick Library Shared Workfiow
Edit View Navigate Up Current Page Motes Link e - Feed Items Cutlook Office » Parts ~  Library Step Settings  With  Settings -
View Format Manage Views Tags and Motes Share 8 Track Connect & Export Customize Library Settings
Home Stop editing this list
Notebook All Documents  «e« Find a file o
Documents
~ D Name Modified Meadified By Document +
Recent
: . ; @Y  Early Adopter program(4-24-15
Lib-2 required fields y Adopter program( ) June 22 B Frey, Text

Lib-1 no required fields

Drag files here to upload Mumber

Site Contents

Date and Time Once the
Recycle Bin
Person or Group

€4,
# EDITLINKS More Column Types... + Sym bOI
is selected

a list of

data types
will appear
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SB1 - 4 - Add columns to a Library — Quick edit

e@|@ https://mcgov.sharepoint.com/teams/OEMHS/EQC/_layouts/15/start.aspx#/Libl %20no%20required 3:20fields/Forms/Allltems.aspxélnplviewHashlc 0 ~ @ & || 4 Mail - Frey, Jon 5. - Outlook | B Lib-1 no required fields - Al... * | |
File Edit View Favorites Tools Help

Office 365

BROWSE LIBRARY

o
[F Modify View . Current View:

) SHARE Yy FOLLOw O
JZa E_j D m E; + 33 export to Excel D‘ \_t| °®
— [ Creste Column | All Documnents = S (=] -
View Quick Create
E

e
% Open with Explorer ﬁ' s
C Tags & E-maila Alert RSS  Most Popular Sync
dit View Mavigate Up

Connect to Connect to Form Web  Edit Mew Quick Library Shared Workflow
Current Page Notes Link Me ~ Feed tems Outlook Office - Parts »  Library Step Settings  With  Settings -
View Format Manage Views Tags and Notes Share & Track Connect 8 Export Customize Library Settings
Home Stop editing this list
Notebook All Documents ==« | Find a file ,0|
Documents

v [0 MName

Modified Maodified By Document - =+
- (=

B ; ) Mm% | Early Adopt 4-24-15 wae :
Lib-2 required fields arly Adopter program( ) Yesterday at 2:07 PM Frey, Jon S. N
Lib-1 no required fields
Drag files here to upload
Site Contents
Recycle Bin
# EDIT LINKS

Staff has selected the type of Text which
will create a column and then allow it to be
renamed
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SB1 - 4 - Add columns to a Library — Quick edit

[E=N Tl =)
°@|$ https://mcgov.sharepoint.com/teams/OEMHS/EOC/_layouts/15/start.aspx#/Libl %20no%20required %20fields/Forms/Allftems.aspxElnplviewHashlc2 0 ~ @& & || i Mail - Frey, Jon S. - Qutlook | @ Lib-1 no required fields - Al.. * | |
File Edit View Favorites Tools Help

Office 365

BROWSE - LIBRARY

J 5’ Modify View . Current View: —~

[$1 Export to Excel
O 2 B t ¥ = K & ="
quick | Crean [ Creste Column | All Documents = Rt &
uiC| reate
Edi

) SHARE Yy FOLLOW OO,

L]

G
= Open with Explorer 'ﬁ* b ‘@
Tags & E-maila Alert RS5  Most Popular  Sync  Connectto Connectto Form Web  Edit New Quick Lbrary Shared Workfiow
it View Navigate Up Current Page Motes Link e~ Feed Items Outlook Office » Parts »  Library Step Settings With  Settings «
View Format Manage Views Tags and Notes Share &t Track Connect & Export Customize Library settings
Home Stop editing this list
Motebook All Documents  «-= | Find a file yol |
Documents
v D Name Modified Modified By Document +
Recent
. ) ) mZ | Early Adopter program(4-24-15
Lib-2 required fields v pler prog ¢ )

e Yesterday at 2:07 PM Frey, Jon S.
Lib-1 no required fields

Drag files here to upload
Site Contents

Recycle Bin

# EDIT LINKS

(1) Staff renames the co
“New Col”
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SB1 - 4 - Add columns to a Library — Quick edit

e @|$ https://mcgov.sharepoint.com/teams/OEMHS/EOC/_layouts/15/start.aspx#/Libl %20 no%20required %:20fields/Forms/Alltemns.aspx@InplviewHashlc2 O ~ & & || = Mail - Frey, Jon 5. - Outlook | @ Lib-1 no required fields - Al.. * | |
File Edit View Favorites Tools Help

Office 365

BROWSE FILES LIBRARY

) SHARE Yy FOLLOW O,
[T Modify View ., Current View: - [$| cxport to Excel { ]
@ e (= L3 ﬂ% i g 7 B4 2 0 & G‘E
e [l Create Column | Al Documents = R 7 Open with Explorer L
View  Quick  Create Tags & E-maila Alert RSS  Most Popular  Sync  Connectto Connect to Form Web  Edit  Mew Quick Lbrary Shared Workfiow
Edit View Navigate Up Current Page Motes Link Ivle ~ Feed Items Outlook Office » Parts »  Library Step Settings  With  Settings -
Wiew Format Manage Views Tags and Notes Share & Track Connect & Export Customize Library settings
Home Stop editing this list
Notebook All Docu Find a file il
Documents
v D Modified Maodified By Document New Col +
Recent
. ) ) Early Adopter progtam(4-24-15
Lib-2 required fields v plerp ¢ )

e Yesterday at 2:07 PM Frey, Jon S.
Lib-1 no required fields

Drag files here to upload
Site Contents

Recycle Bin

# EDIT LINKS

(1) Once staff has com

columns they would select STOP editing
the list to save changes

-

o E ¢le @Bl @ e




SB1 - 4 - Add columns to a Library — Quick edit

°@|@ https://mcgov.sharepoint.com/teams/OEMHS/EQC/ _layouts/15/start.aspx®/Libl %:20n 0 %20required %20fields/Forms/Allltems.aspxlnplviewHashlc2 O ~ @ & || 4 Mail - Frey, Jon S. - Outlook | @ Lib-1 no required fields - Al... * | | ﬂb * {§}
File Edit View Favorites Tools Help

# | Office 365

BROWSE - LIBRARY
D g % Modify View , Current View: . E| m % & Export to Excel ,j‘ ﬂ 03\ C
E_j 2 L .
[ Creste Column | Al Documnents = Res o _é & a s "@

-

) SHARE Yy FoLow [0

0 Open with Explorer

View Quick Create Tags & E-maila Alert Most Popular Sync  Connectto Connectto Form Web  Edit New Quick Library Shared Workfiow
Edit View Navigate Up Current Page Motes Link Me - Feed [tems Outlook Office » Parts »  Library Step Settings  With  Settings -

View Format Manage Views Tags and Notes Share & Track Connect & Export Customize Library Settings

Home @ New 4 upload & sync v

Notebook

All Documents === | Find a file o |
Documents
Recent D Name Modified Modified By Document New Col
. A :
Lib-2 required fields Early Adopter program(4-24-15) .- Yesterday at 2:07 PM M Frey, Jon S.

Lib-1 no required fields

Drag files here to upload
Site Contents

Recycle Bin

# EDIT LINKS

After editing we can see that the new
column has been added
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SB1-5
Converting Documents

Office 365 requires that files are in the newest format. Files
created by Office 2003 applications use the older formats and
will need to be converted prior to being migrated onto
SharePoint online

The following are the user instructions for performing those
activities



SB1 - 5 — Converting Files — Introduction

Universal Data Accessibility

With the County moving to Office 365 there is a need to have
critical business data universally accessible to the staff that need it.

From an Office 365 perspective this means in the Cloud either in
OneDrive or in SharePoint online team sites



SB1 - 5 — Converting Files — Introduction

Staff Private Storage

Shared drive
Source Location

Convert files with old formats
@ OneDrive
M XLS XLSX %

Convert to Compatible

DOC Formats DOCX

Tool

Select the data

which is most PPT PPTX

useful.

Generally less
than a year since

last access . .
SharePoint Team Site

@ One Of the key Department Team Site

activities in the data UL

@ migration is
determining what
data should move

@ and into what form Sub-site -4 Sub-Site - B
and in what location ——— "

will it go.




SB1 - 5 — Converting Files — Instructions steps 1 and 2

1. Open the folder containing the files you wish to convert

2. Rightclick in the blank space of the folder and choose “Sort by” > “Type” to sort the files by item

type.

(5]

View

Sort by
Group by
Refresh

Customize this folder...

Past

m

Paste shortcut

Unde Move

Move to Dropbox

Share with

Shared Folder Synchronization

New

Properties

Ctrl+Z

Name

Date modified
Type

Size

Ascending

Descending

More...




SB1 - 5 — Converting Files — Instructions steps 3 and 4

3. Single click on the first file you wish to convert of a single file type you wish to convert (Word
files for example)

3] Dol 6/8/2015 2:34 PM Microsoft Word 9... 22 KB
] Doc2 Type: Microsoft Word 97 - 2003 Document frosoft Word 3., 22 KB
B Examples of stuff Size: 21.5 KB rosoft Word 9... 22 KB
: ified: 6/8/ -

B Winning lottery numbers E:;ee:]fd'fmd B/8/201> 234 EM rosoft Word 9... 22 KB

4. Hold the shift key and single click the last file to select all of the files of that type

‘E_I LiJ V&~41 L LFAIFEVALT U.AT VI IVIHLIUSUIL LALCI 7 «s 24 NU
- |¥] poal 6/8/20152:34 PM  Microsoft Word 9.., 22KB|

B poc2 6/8/2015 2:34 PM Microsoft Word 9... 22KB |

1] Examples of stuff 6/8/2015 2:34 PM Microsoft Word 9... 22KB|

‘@] Winning lottery numbers 6/8/2015 2:35 PM Microsoft Word 9... 22 KB ]




SB1 - 5 — Converting Files — Instructions step 5

5. Right click on the selected files and choose “Save As”

'®] Doc1 6/8/2015 2:34 PM Microsoft Word 9... 22 KB|
| Doc2 6/8/2015 2:34 PM Microsoft Word 9... 22 KB |
'\@'J Examples of stuff Open brd 9.. 22 KB |
#] Winning lottery r Edit rd 9... 22 KB |

New

Print

Save As...

B &

Move to Dropbox

Scan with System Center Endpoint Protection...
Share with

Send to

Cut
Copy

Create shortcut
Delete

Rename

Properties

ted Date modified: 6/8/20T5 2535 PWI rage: Add 4 tag
Authors: Dowdy, Michael Size: 86.0 KB

TTHTe: Add a title
Comments: Add comments

Categ



SB1 - 5 — Converting Files — Instructions step 6

6. You will be prompted for each file to save it as a new file. Under the “Save as type:” dropdown

(located above the Save button), choose the file type ending in x. For example Word document
files should be saved as Word 2007 Document (*.docx). Excel files should be saved as Microsoft

Office Excel 2007 Workbook (*.xlsx).

Save As

(=3

GQ f » Examples

Organize ¥ New folder

S# S (\\fsDTS\DTS + Name
5 MCG (\\MCG-f
?ﬂ Network
[Z3 Control Panel
53 Al Control Pan
By, Appearance an
P Clock, Languac
'@' Ease of Access
E!é Hardware and !
¥ Network and Ir[
=l Programs
% System and Se¢
#2, User Accounts |
£ Recycle Bin
. DLC 0365 trainin

. Activation erro

. Examples
Expense Reports «

File name: Winning lottery numbers

Date modified Type

No items match your search,

- |&’ | ' Search

Size

o |

m
3]

o
rr;
w

v

Save as type: Mord 2007 Macro-enabled Document (*.docm)

v]

Word 2007 Document (*.docx)

“ Hide Folders

Word 2007 Macre-enabled Document (*.docm) l

g

Note: For Macro Enabled Files, simply save it as the default type.(.docm or .xIsm)




SB1 - 5 — Converting Files — Instructions steps 7 and 8

7. Repeat steps 3 through 6 as needed for each file type that needs to be converted, such as Excel,
Word or PowerPoint files.

8. Once saved, the converted version of the files can be uploaded to the OneDrive cloud and
opened.



SB1 - 5 — Converting Files — Post migration follow-up

Once data has been converted and migrated from servers please be
sure that the old files are either deleted or marked as read-only to
avoid possible confusion and updating of the wrong file



SB1-6
Bulk Loading Documents

This is the preferred approach to managing the migration of
documents from the server based drives to SharePoint.

Be sure that the files have the newer Microsoft file extensions and if
not run the files through the converter before moving them



SB1 - 6 - Loading Multiple Files / Folders — Selecting a library

E) https://mcgov.sharepoint.com/teams/OEMHS/EQC/_layouts/15/start.aspx#/Libl %20no%20required %a20fields/Forms/Alllterns.aspx L-ac E> Lib-1 no required fields - Al..

File Edit View Favorites Tools Help
f;_‘g El If Then Table 7-17-15 E) Office of Emergency Man... E) Home - IntranetDevl E) Department of Technolog... e:] SCCM Report Manager '9 Lynda.com s Breaking News & Top Sto... e:] Breaking Mews Headlines ... e:] Welcome to the Montgo... m CHMM.com - Breaking New...

Office 365

BROWSE - LIBRARY ) SHARE Yy FOuow O,

All Documents

[ Modify View , Current Views - D | ! W +* Bxport to Excel L . ﬂ o
D \J [i] Create Column - u RS @ =it Open with Explorer Q :3< a “V\ G%I

View Quick Create Tags & E-maila Alert RSS  Most Popular Sync  Connectto Connectto Form Web  Edit MNew Quick Library Shared Workflow
Edit View Navigate Up Current Page Notes Link Me - Feed Items Outlook Office Parts »  Library Step Settings  With  Settings -
View Format Manage Views Tags and Motes Share & Track Connect & Export Customize Library Settings
Home G—) New 2 upload & sync ) share  More v
MNotebook
All Documents === Find a file 0
Documents
v i Modified Maodified By Document New
Recent D Name odifi Maodified By OCuMmen MNew Col
EOC Sample Picts _@ Converting Microsoft Office Files to Newer File Formats .»» Monday at 2216 PM W Frey, Jon S.
Lib-2 required fields mE Office 365 Office 2003 deinstalltion approaches 3-27-15 «s July 28 M Frey, Jon 5.
Lib-1 no required fields . [ Office 365 Office 2003 deinstalltion approaches 3-27-15 sas  July 28 M Frey, Jon S.

Site Contents
i Drag files here to upload
Recycle Bin

# EDIT LINKS

(1) Once staff selected a library it would
open and files and folders would be
displayed.




SB1 - 6 - Loading Multiple files / folders — Select - Open with Explorer

@ https://mcgov.sharepoint.com/teams/OEMHS/EOC/ _layouts/15/start.aspx®/Libl %:20n0%20required %20fields/Forms/Allltemns.aspx Lo~ac @ Lib-1 no required fields - Al...

T
m
I
m

T

o

=)
m
o
a

elp

o) El If Then Table 7-17-15 @ Office of Emergency Man... @ Home - IntranetDevl w Department of Technoleg... _e:j SCCM Report Manager l& Lynda.com % Breaking News & Top Sto.. _e:j Breaking Mews Headlines ... _e:j Welcome to the Montgo... m CNMN.com - Breaking Mew...

Office 365
BROWSE LIBRARY ) SHARE Yy Fouow O
[ Madify View . Current View: —~ + Export to Excel = ®
E=Eln = 2 & = 7 EX a & &
[ Create Column | All Documents  + R | Open with Expglorer 4
View  Quick  Create Tags & E-maila Alert RSS  Most Popular  Sync  Connectto Connectto L\\) Form Web  Edit MNew Quick Library Shared Workflow
Edi View Navigate Up Current Page Notes Link Me -~ Feed Items Cutiook Office ~ Parts »  Library Step Settings With  Settings -
View Format Manage Views Tags and Notes Share & Track Connect & Export Customize Library Settings
Open with Explorer
Home (-D New 1 upload & sync _J Share More w -
- P & =Y v/ Open this library as a standard
Notebook

All Documents == Find a file jol Windows Explorer folder) )
You can drag and drop filég into this

Documents -
v 0O « Modine M library, create folders, move\and copy
Recent =me Modines 9 files, and delete multiple files Xt once.
EOC Sample Picts k1 Converting Microsoft Office Files to Newer File Formats -« Monday at 216 PM M Frey, Jon S.
Lib-2 required fields Office 365 Office 2003 deinstalltion approaches 3-27-15 wes July 28 M Frey, Jon 5.
Lib-1 no required fields [ Office 365 Office 2003 deinstalltion approaches 3-27-15 s July 28 M Frey, Jon S.

Site Contents

) Drag files here to upload
Recycle Bin

# EDIT LINKS

(1) Once staff would then
select Open with Explorer to
bring up the explorer view of

the library



SB1 - 6 - Loading Multiple files / folders — Open with Explorer view

@ https://mcgov.sharepoint.com/teams/OEMHS/EOC/_layouts/15/start.aspx#/Libl %:20no %20required %a20fields/Forms/Allltems.aspx

L - & C | @ Lib-1 no required fields - All.., *

File Edit View Favorites Tools Help

{E_‘; El If Then Table 7-17-15 @ Office of Emergency Man... @ Home - IntranetDevl @ Department of Technolog... _e:j SCCM Report Manager |@ Lynda.com s Breaking News & Top Sto... _e:j Breaking Mews Headlines ... _e:j Welcome to the Montgo... m CMNM.com - Breaking MNew...

Office 365

BROWSE - LIBRARY i

€ SHARE vy Fouow [0

D g 7 Modify View . Current Viev: PN EI m % o Export to Excel ,j‘ ﬂ ..
_ B > hv'y C%I
[ Create Column | All Decuments = u N 522 Open with Explorer 2 < a .

View Quick Create Tags & E-maila Alert RS5  Most Popular Sync  Connectto Connect to Form Web Edit Mew Quick Library Shared Workfiow
Edit View Navigate Up Current Page Notes Link Me ~ Feed Items Outlook Office » Parts Library e} Settings  With  Settings -
Wiew Format Manage Views Tags and Motes Share & Track Connect 8 Export Customize Library Settings
Home @ New 1 upload 2 sync ) share Mare v
MNotebook
All Documents =+ | Find a file )
Documents
v . e )
Recent D MName Maodified Modified By Document Mew Col
EOC Sample Picts _@f_ Converting Microsoft Office Files to Newer File Formats ... Monday at 2:16 PM W Frey, Jon S.
Lib-2 required fields Office 365 Office 2003 deinstalltion approaches 3-27-15 - July 28 M Frey, Jon 5.
Lib-1 no required fields ka#l  Office 365 Office 2003 deinstalltion approaches 3-27-15 === July 28 M Frey, Jon S.
Site Contents
i Drag files here to upload
Recycle Bin
# EDIT LINKS

File Edit View Tools Help
Organize » Mew folder 4== ] @

0 Favorites
Bl Desktop
& Downloa
& OneDrive

.
1= Recent P

@ SharePon

Bl Desktop
= Libraries _

l 4 items

Mame Date modified Type

Forms

@ Converting Microsoft Office Files to New...
Office 365 Office 2003 deinstalltion appro...
L Office 365 Office 2003 deinstalltion appro...

6/22/201511:22 AM

File folder
Adobe Acrobal
Microsoft Wo

Adobe Acrobal




SB1 - 6 - Loading Multiple files / folders — Select files/folders to be moved

B 0202090909090 e D EEEEE) |
IR ) > wpsts » wptodey - 16y | scorn e 0 |REICIRIED c« svar. > £OC- Lt norequueatie. | ¢ | seoenzo o || ABISAE s

e

File Edit

COrganize *

I Favorites

Bl Desktop

& Downloads

& OneDrive- b
| Recent Place
E) SharePoint

Bl Desktop
4 Libraries
A Frey, Jon 5.
L Computer
Gh Metwork
@ Control Pam
5] Recycle Bin
. Admin
. Previous dog
. SharePoint -
. SharePoint -
. Previous
. Various Writ
) WIP 8-15

. WIP Today

View Tools

= Open

Help
E-mail > = - i

=

Share with «
Mame

. 2003 cencus

|_{{-g\"|3things
. DT All4-21-15
.. Early adopter items
. HHS Items HOT
. OneDrive Items
. OPERATIONS

. Phase Il Launch Communications

. SharePoint Items

. Test files for converter

. Tiles - Icons
. TOMG itermns
. WIP 6-15
~5rly Adopter program(4-28-15).docx
10.docx
@ Additional-Groups-info.pdf
@ AF103733534_en-us_excel2013quickstartguide. pdf
ﬁ All Systems with Microsoft Office Installed.xdsx
ﬁ All Systems with multiple M5 Office Installs(4-23-15) adsx
ﬁ All Systems with multiple MS Office Installs.xdsx
ﬁ Analytics MontgomerycountyMD Pages 20150427-20150503...
L AP_6-8-SocialMedia.pdf
Clutter write-up 5-18-15.docx
Dieter Things4-28-15.docx
Docl.docx

M5 Doc2.docx

Source
Document
folder

ing Word online (5-...

HHS.docx
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